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LESSON 04 
 

Workflow 
 
 
Objectives 
 
This lesson will provide you with the information required to retrieve and 
review workflow status information (RFIs, Submittals in progress). At the 
completion of this lesson the participant will be able to: 
 
• Understand the term and concept of workflow   

 
• Be able to print a document in the workflow 

 
• Be able to check the workflow status 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This feature will be available 
for contractors in December 
2004. 
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Check Workflow Status 
 
• Workflows are the representations of process flows for a document 

(RFIs, Submittals, etc.) in PrimeContract.  They show who has been 
sent the document and where the document will be going. 

 
• Workflow shows the sequential steps in which a document travels and 

allows the person who initiates or manages the workflow to monitor its 
progress at all times through the workflow status page.   

 
• If the workflow for a document can not be viewed, the user must 

contact the ROICC Project Coordinator to be given permission to view 
the workflow.     

 
• As a demonstration we will print an RFI that is currently in progress.  

 
• Navigate to “ N6247403C9005 - DESIGN-BUILD LIBERTY 

CENTER, NAS FALLON” [ from your favorites]. 
 

 
 

• Click on  . [1] Select Form log Report. [2] 
 

• Select RFI from “Form Log Report]. [3] 
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Check Workflow Status (Contd…) 
 

 
• RFI log will display listing of RFI. 

 
 
• Click on “View Form”.[1] 
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Check Workflow Status (Contd…) 
 
• The following window will appear. 

 
 

 
 
 
• To print this document, right-click in the document, then select print 

from the pop-up menu. 
 

• To exit out of this view, Click on “X” on the top right window. [2] 
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Check Workflow Status (Contd…) 
 
 
• To see who is in possession where the document, click on “Status” link. 

[2] 
  
  
  
  
  
  
  
  
  
  
  
  
 
 

• The following window will appear. 
 

 
• Click on Map View. [1] 
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Check Workflow Status (Contd…) 
 
• The following map view will appear. 

 

 
 
• From the diagram, you can tell who is in possession of the RFI. 

 

• When done click on the “X” in the top- right corner.  
 

• You will return to the RFI form window. Click on the “X” in the top- 

right corner.  

 

 

 

 
 
 
   

 

You must have permission to view work flow.  
Your ROICC Engineer can provide you this 
permission. 


